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Useful Information
For Security Officers
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This guide is prepared for security officers as a reference
guide. For more detailed information, please refer to the
Employment Guide for the Security Industry, also available
on WwWw.mom.gov.sg.
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How many hours is the security officer expected to work in a
day/week?

For a non-shift security officer, the hours of work shall not be more
than 8 hours a day or 44 hours a week.

For a shift security officer, the hours of work will be an average of
44 hours a week over any continuous period of 3 weeks subject to
a maximum of 12 hours a day.

All work in excess of the above hours shall be considered as overtime
work.
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Does the hours of work include break-time for tea/meals
or rest?
No.
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Is there a limit to the number of hours the security officer can
work in a day?

Yes. A security officer is not allowed to work more than 12 hours in
a day except in the following circumstances:-

(a) accident, actual or threatened;
(b
(@

) work which is essential to the life of the community;
(d) urgent work to be done to machinery or plant;
)

work which is essential to national defence or security;
(e) an interruption of work which was impossible to foresee.

A shift security officer is not allowed to work more than 12 hours
a day under any circumstances.
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When is overtime allowance payable?
Overtime allowance must be paid if the security officer is required
to work beyond his contractual hours of work. Payment for overtime

work must be paid not later than 14 days after the last day of the
salary period.
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What is the rate of payment for overtime work?
The rate of payment is 1.5 times the hourly basic rate of pay.

(a) For a monthly rated-employee, the hourly basic rate
of pay is computed as follows:

12 x Monthly Basic Rate of Pay
52 x 44

(b) For a daily-rated employee, the hourly basic
rate of pay is computed as follows:

Daily Pay at the Basic Rate
Daily Hours of Work




Based on the hourly rate of pay, the overtime pay for the
2 categories is calculated as follows:

Hourly Basic Rate of Pay x 1.5 x Number of Hours of Overtime Work
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Is there any maximum hours of overtime work that a security
officer can perform in a month?

Yes. A security officer is permitted to work up to a limit of 72 hours
of overtime a month. However, this limit may be exceeded if
exemption has been obtained by the employer from the Ministry
of Manpower.
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Unauthorised Deductions B B{THRIHE

o Can an employer make deductions from the security officer’s
salary?
No deductions other than those allowed under the Employment
Act can be made by the security agency. The deductions from
salary allowed under the Act are for:

a) absence from work

(@)

(b) damage to or loss of goods/money

(c) the cost of meals supplied by the employer
(d) house accommodation, amenities and services
(e)

e) the recovery of advances, loans or adjustment of overpayments

of salary

)
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(f) income tax payment (for non-Singaporean)

(g) CPF contributions

(h) contributions to superannuation scheme/provident fund
(i) payments to any registered co-operative society

)
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any other purpose which may be approved upon
application from time to time by the Minister of Manpower
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08 What is the maximum amount of deductions that an employer
can make from the security officer’s salary?
The maximum amount of deductions in respect of any one salary
period is 50% of his salary.

This 50% ceiling does not apply to the last payment of salary when
the contract of service is terminated.
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Dispute Resolution FilfFR

What is the avenue for redress should there be a
claim/complaint on salary matters?

Either the security officer or security agency may lodge a claim with
the Commissioner for Labour, Ministry of Manpower.

However, the following conditions must be satisfied:

(a) the security officer involved must be covered by the Employment
Act;

(b) the claim /complaint must be made within one year from
the date of claim/complaint made to the Commissioner; and
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(c) if the security officer involved in the dispute has left
employment, the claim must be lodged with the
Commissioner within 6 months from the date of leaving
employment.

The security agency may also lodge a complaint but this is restricted
to “notice pay” only.
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Is there any payment of fee for lodging claim with the
Commissioner for Labour?
Yes. The registration fee payable by a claimant is:

(@) $3if the claimant is a security officer
(b) $20 if the claimant is a security agency
Registration fees are not refundable.
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1 1 Can both parties agree to settle the claims before the
Commissioner’s inquiry?
Yes. Upon the settlement, the claimant has to inform the
Commissioner in writing, giving details of the amount settled
to discharge his claim(s).
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You should receive your salary within 7 days
after the last day of the salary period.
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Termination of Contract &1L&§%)
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Can the security officer terminate the contract of service?
Yes. However, he should give written notice before termination.
The notice period to be given depends on what is agreed in the
contract.
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When is a security officer deemed to have broken a contract?
A security officer is deemed to have broken a contract when he
is absent from work for more than 2 working days continuously
without approval. In this case, the employer would have the right
to claim the salary in lieu of the notice period.
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Do allowances attract CPF contributions?

Yes. Allowances, like all other cash payments due or granted to
an employee for work done is considered as salary and attracts
CPF contributions. This includes overtime payments, transport
allowances and food allowances.
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What are the CPF rates applicable for workers in the
various age groups?

Information on the CPF contribution rates for employees are

shown below :

Contribution Rates (as a percentage of wages)

Age Employer (%)  Employee (%) = Total (%)

50 and below 14.5 20 345
AboveSOtoSSyears 105 8 | 285
Above55to60years 7 | s | 20
 Above60to65years 5 25 | 125
. Above6Syears 5 | 5 | 0
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Compiled by the Ministry of Manpower
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